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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES D HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 
RECORDS mmGEMENT%ViSiON 

FOR AGENCY USE 1. Agency Address 
pplimion Date 

pplication Number Atlanta, Georgia 30313 

Georgia World Congress Center 
285 International Blvd. NW 

Purchasing Division 

INSTRUCTIONS See Publication .No. 76-RM-! for instructions on completing t h i s  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenk, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

FOR RECORDS MANAGEMENT USE 
Application Number 

€ 3 4 4 2  
Date Receiwd Date Completed ~ 

!AN 2 d 1984 - I A P R  6 1984' 
- -~ -~ 

. Dates of Series 
arliest Latest 

1976 1 Present 

5. Records Series Title (followed by title uspd in offioe; if different) 

Vehicle Key Log File 

I. Record Series Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: Assigning responsibi l i ty  f o r  identifying the various vehicles 
used i n  the dai ly  operation of the Georgia World Congress Center. 

Included are: Vehicle log on authority 's  vehicle which c i t e  date, beginning 
mileage, time out and i n ,  destination, employee's name, gas 
purchased and authorized i n i t i a l s .  

File is arranged: Chronological by date of l a s t  entry in to  regis ter .  

I. Monthly Reference Rate How often are records referred to which are: 

One to six months old Seldom ; Seven to twelve months old 0 ; Thirteen to twenty-four months old 2; 
twenty-five months and older ? 

% I + 3: ,., 3. Ann6al ffafe of Aeeumulation_of Records ".=. 
~ - * . b: 3.6: 

;@her(w~ify) 3 loose leaf  binde 0 , Legalsize dra&rs ;Se lves  0 Lefi&sizedrawers 

s 2 .  .. per year 
>-  - 

R-50-71, ReV. 76 low1 



NO 

11. Retention Requirements The following requires the series to be kept: 

< +... 10. Questionnaire (Place an "X" in the proper mlumn) + 
a. I s  this the official mpy of the series? 

I f  not. where i s  it? 

b. Does the series contain confidential information requiring security handling? If yes, cite law u regulation. 

F 

.'- 

I f  ve t  where? n 

is series lor a maior oortr 'on of id regularlv m b * f i i 7  
s the record series result in a mmx&%tmn ' tout? 

X 

X 

x 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 m t X L y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or excert of laws or regulations. Explain administrative need. 

Office reference requirements. 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, muld there 
documents be scheduled sewratelv? 

f. Is the information contained in this series ever oublished? If  ves. attach cow. 
g. I s  the information contained in th is  series ever analyzed andlor recorded in a summarized report? 

If ves. attach QOPV. 

h. I s  there a duplication of th is  series in your office, or in another office or agency? 

"I c. Ts this a vital remrd? 
I d. Does this series have historical or long term research value? 

I 
12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 

0 Calendar Year; 0 Fiscal Year; Other &Qll C O m D l e t i O I l  Of then, 
log  book 

IB Hold in the current files area 3 month(s) yearls); then . 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
@ Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 
yeads); then 

DaJe 
Aemmmndations in para- a- 

(If disapproved. attach letter 
' 

of explanation.) 

graph 12 are approved. State AuditorlDesignee PMW 
3 b l y  Secretary of Statelkignee &M W* 

I Attorney GenerallDesignee 
AR--50--71: Rev. 76 IRevwrs Side) 


